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DETAIL TRANSACTION REPORT (DTR)
INSTRUCTIONS

* Follow theinstructions on accessing the web site using “INSTRUCTIONS TO ENTER
FINANCIAL DATA WAREHOUSE WEB SITE”.

* Thereport isweb based and you will be updating the data every time you pull the report.
The database is updated nightly, so theoretically you can run this report every day to see
what transactions have hit since the last cycle.

Step 1.
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|®j Done

1. <Click>on*“Spending Reports’. Thisiswhere the Detail Transaction Report (DTR) is
located.

Step 2
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-} Spending Reports - Microsoft Internet Explorer _ & x|
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Spending Reports

4

[ACSE [&ccounting Code Summary by BOC

[DTR |Detail Transaction Report

[DIRDD [Detail Transaction Recister by Docurment Date

[soF [Status of Funds Extract

[TRSTN [Travel Report Summarized by Traveler's Mame

[uoH [Unliguicated Obligations History Report

[FDsR [Project To Date Summary Report

[BRCDIR [BOC and Reporting Cateqory Detail Report

[APDR [Accountable Property Detail Report

[ARRDD [Account Recovery Report by Docurment Date

[RELO [Relocation History Report

[PDTR [PCIS Detail Transaction Report

[Ersr [Fiscal Year Summary Report

Home  Accounts Receivable Collections Generall edger  Other  Payroll
FOR AUTHORIZED USE ONLY
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2. <Click> on the Detail Transaction Report. Thiswill automatic load your Brio plug-in
application. You will either have Brio Quickview or Insight.
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Netscape or Explorer
toolbar only useto
access the web.

3. <Click> on the Process button on the second set of tool bars. Thefirst set 0

i F rANHOES=Z -8 @
DTR
| pasFuncion - |

Process Button.

Brio set of toolbars.
The ones you want to
be using when
accessing Brio.

Mo results set available, report has not been calculated.

Table Dimensions: To see table dimension columns, chcl on & table in
0 oot

Report Groupl(Reswits): Begin Budget Py =
Report Group2(Reswts): Fiscal Year _
Report Group3(Reswts): Fund F Table Facts: To see table fact columns, click on a table in vour report

Fanor uaA P sf [ i)

s S

are to run Netscape and the second set is for the Brio program. From this point on all
Buttons discussed will be the ones for Brio.

Step 4:

Wh34p390.0ce

Host User |UtHit ok, |
Hoszt Passwiord I“““““““ Cancel |
Select |

4. You will then have to connect to
warehouse. At the “Host User”
<type>inyour User ID number. At the“Host Password” <type> your password for the
Data warehouse. Press <enter> when finished. (The password you modified at the Kansas
City Warehouse.)

Step 5:
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Limit: Fiscal Year

—]
x| _Caneel |

5. <Click> ontheyear. <Click> OK buttons. Fisca Y ear 2002 will give you all documents
that ran in the current year. You will receive prior year information that was paid during this
Fiscal Year.

Step 6:

Limit: Fiscal Month

——
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6. Select the months or months desired. <Click> on the month, and <click> on the OK
button. Picking one month will give the data for that month only. Remember in this system
month one is October, month two is November etc.. until month twelve which is September.
To <click> more than one item use the shift key which highlights one continuous group or
use the Control (CTRL) key which allows you to pick up non consecutive items.

Step 7:
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Limit: Org Level 1

.
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7. Inreporting Org Level 1 <click>on
your division or region. <Click> onthe
OK button. Note: You can add organizations, Org Level 1 or Org Level 2 if the one you
need isnot listed. Simply enter the 4-digit organization code in the box above thelist of
codes. Click on the check mark to select the organization. Click <OK>

Step 8:

Limit: Org Level 2

8. <Click> on your Reporting Org 2 which isyour Branch or Area/State. <Click> on the
OK button.

Note: you can also use the Ignore button if you don’t want to specify to thislevel.
Support Units should <click> Ignore.

Step 9:
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Limit: Organization

=
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9. <Click> on the Organization and
<click> on the OK button. (Middle 4 digits of the program (accounting) code.)

Step 10:

Limit: Program (Accounting code)

o
Nt [Ews B Cacel |

523401030 El
523403030

523405015
523405030
523408030
523501030
i) Py
523502030

10. <Click> on the Program(s) which is the Accounting code minus the Budget Fiscal
Year. <Click> onthe OK button.

Note: you can also usethe Ignore button if you don’t want to specify to thislevel if you
are choosing more than one program code.

Step 11:
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“% BrioQuery - [34dtr[1]]

@ File Edit View Insert Format Report Tools  Window  Help
D &S A ~ B’ Process ~ (%3 @
- - - - - > & QZoom -
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- REPORT: DTR UNITED STATES DEPARTMENT OF AGRICULTURE

BEPORT RUN DATE: 0227003 0405 PM ANIMAL AND PLANT HEALTH INSPECTION SERVICE
5 DETAIL TRANSACTION REFORT
e PERIOD ENDING 10 2003 - July 2003 (CLOSED)
R Vendor Unliguidated Expe:
B Program BOC TC System Doc. ID Reference Info Code Yendor Name Obligations Ao
: Begin Budgei FY: 2002 Fiscal Year: 2003
~ Program: 523403030
- 523403030 | 3140 | VD |PRCH  [02134401001 255795 320837640 5 |HERMAN MILLERTHEC -0.00
R 523403030 | 3140 |VD |PRCH  [02134A01001 205795 330837640 O |HERMAN MILLER, IHC -2,319.38
- 523403030 | 3140 |GD [URMA 021344010 4363052243501 320837640 O | HERMAN MILLER, THC 0.00
: BOC Total: -2,319.36
- Major BOC Total 31: -2,310.38
o
E 523403020 [ 4310 [vs | [02134801001 | AUTO BISEURSENGENT § CHD POSTING | 3202376405  [HERMAN MILLERINC. 000 |
- BOC Total: -0.00
- Major BOC Total 43: -0.00
- Program Total: 523403030 -2,310.38
-+
| I
Report Growp¢Resuits); Begin Budget Fy + Fizcal Year | Table Dimensions. Program + Boc + Transaction Code + SYSTERM + Document Mumber + ==
Report GroupifReswits): Fund | Reference Info + Yendor Code +Yendor Mame -
Repart Grodp?(Results): DiViSio'_’ Table Facts: Undelivered Drders + Expended tems =
Report GroupsiReswits): Reporting Org 1 =
2 Pagels) built 08/27/03 16:05:46
@ll 4 Internet

11. You have successfully pulled upaDTR.
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